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2022-119
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TO:		NATIONAL APPRENTICESHIP SYSTEM STAKEHOLDERS
		OFFICE OF APPRENTICESHIP STAFF
		STATE APPRENTICESHIP AGENCIES

FROM:	JOHN V. LADD /s/
		Administrator, Office of Apprenticeship

SUBJECT:	New Apprenticeable Occupations:  Business Intelligence Engineer and 
Sourcing Recruiter

1. Purpose. To inform the staff of OA, State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors, and other Registered Apprenticeship partners of the following new apprenticeable occupations:  Business Intelligence Engineer and Sourcing Recruiter

2. Action Requested. OA staff should familiarize themselves with this bulletin and the attached Work Process Schedule and Related Instruction Outline, as a source for developing apprenticeship standards and/or providing technical assistance.

3. Summary and Background. 
a. Summary – The new apprenticeable occupations Business Intelligence Engineer and Sourcing Recruiter was submitted by Ms. Jill Hanson, Compliance Specialist, on behalf of Apprenti, were processed by Kirk Jefferson and approved by the OA Administrator on August 11, 2022.  

b. Background – 

New/Revised Occupation Background - Under 29 CFR section 29.4, an occupation for a RAP must meet the following criteria to be determined apprenticeable:

a) Involve skills that are customarily learned in a practical way through a structured, systematic program of on-the job supervised learning:
b) Be clearly identified and commonly recognized throughout an industry;
c) Involve the progressive attainment of manual, mechanical, or technical skills and knowledge which, in accordance with the industry standard for the occupation, would require the completion of at least 2,000 hours of on-the-job learning to attain; and
d) Require related instruction to supplement the on-the job learning. 




4. [bookmark: _Hlk109728551]New Apprenticeable Occupations. The occupations Business Intelligence Engineer and Sourcing Recruiter were submitted for an apprenticeability determination:

Business Intelligence Engineer
O*NET-SOC CODE:  15-2051.01
RAPIDS Code:  3039CB
Type of Training:  Competency-based

Sourcing Recruiter 
O*NET-SOC CODE:  13-1071.00
RAPIDS Code:  3040CB
Type of Training:  Competency-based


5. Inquiries. If you have any questions, please, contact Kirk Jefferson, Apprenticeship & Training Representative at 202-693-3399.

6. Attachments. 



[bookmark: _MON_1722246720]
EMPLOYMENT AND TRAINING ADMINISTRATION
U.S. DEPARTMENT OF LABOR
WASHINGTON, D.C. 20210
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ON-THE-JOB LEARNING OUTLINE

BUSINESS INTELLIGENCE ENGINEER

O*NET-SOC CODE:  15-2051.01	  RAPIDS CODE:  3039CB

		

Competency-based Occupation: Please describe competencies require for the apprenticeship (left column and identify an appropriate means of testing and/or evaluation for such competencies (right column).



Work Process Schedule:



The Business Intelligence Engineer (BIE) is a generalist yet technical role whose foundational knowledge spans engineering, data science, and  business analysis. More so than any other role, the BIE is an expert in data itself: the systems by which the data is generated; how data is transformed and aggregated into metrics; how reporting and analysis are built on top of the data; and how the resulting insights drive the business. BIEs are not directly responsible for all functions of transforming raw facts into meaningful insights.



Business Intelligence Engineer (BIE) – Competency Checklist



Job Function – the work activities that are carried out to fulfill the job purpose

Job Duties – roles and responsibilities associated with an occupation

Competency – the actions an individual takes and the attitudes they display to complete those activities

Task – a unit of work or set of activities needed to produce some result

Performance Criteria – the specific knowledge, skills, dispositions, attributes, speed and accuracy associated with meeting the employer’s expectations



Legend:

Training – Mentor/Journeyworker has provided training and demonstration of task to the apprentice.

Demonstrates Fundamentals – Apprentice can perform the task with some coaching.

Proficient in Task – Apprentice performs task properly and consistently.

Completion Date – Date apprentice completes final demonstration of competency.



		

		Place a check mark or date in each box when complete



		A. Business Intelligence Solutions

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		1.

		Build small to mid-size BI Solutions – data sets, queries, reports, dashboards, analyses – or components of larger solutions to answer straightforward business questions with data.

		

		

		

		



		2.

		Incorporate business intelligence best practices, data management fundamentals, and analysis principles.

		

		

		

		



		3.

		Create business intelligence tools or systems, including design of related databases, spreadsheets, or outputs.

		

		

		

		



		4.

		Conduct or coordinate tests to ensure that intelligence is consistent with defined needs.

		

		

		

		



		5.

		Document specifications for business intelligence or information technology reports, dashboards, or other outputs.

		

		

		

		



		6.

		Seek input and implement guidance from team members on both the technology and the business.

		

		

		

		



		7.

		Demonstrate understanding of the relevant data lineage: including sources of data; how metrics are aggregated; and how the resulting business intelligence is consumed, interpreted and acted upon by the business.

		

		

		

		



		8.

		Deliver end products that enable effective, data-driven business decisions.

		

		

		

		



		9.

		Manage timely flow of business intelligence information to users.

		

		

		

		







		

		Place a check mark or date in each box when complete



		B. Business Intelligence Technical Skills

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		1.

		Implement strategies for querying, processing, persisting, analyzing, and presenting data.

		

		

		

		



		2.

		Develop proficiency in SQL.

		

		

		

		



		3. 

		Maintain and refine straightforward ETL.

		

		

		

		



		4. 

		Create and populate data structures using one or more schema definition languages (e.g. DDL, SDL, XSD, RDF).

		

		

		

		



		5.

		Write secure, stable, testable, maintable code with minimal defects.

		

		

		

		



		6.

		Analyze information and evaluate results to choose the best solution and solve problems.

		

		

		

		



		7.

		Use one or more industry analytics visualization tools (e.g. Excel, Tableau/QuickSight/MicroStrategy/PowerBI) and, as needed, statistical methods (e.g. t-test, Chi-squared) to deliver actionable insights to stakeholders.

		

		

		

		













		

		Place a check mark or date in each box when complete



		C. Business Intelligence Strategies and Service

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		1.

		Demonstrate understanding of metrics definitions, business context and technologies behind data infrastructure

		

		

		

		



		2.

		Identify or monitor current and potential customers, using business intelligence tools.

		

		

		

		



		3.

		Communicate with customers, competitors, suppliers, professional organizations, or other to stay abreast of industry or business trends.

		

		

		

		



		4.

		Synthesize current business intelligence or trend data to support recommendations for action.

		

		

		

		



		5.

		Communicate effectively with customers (e.g., business teams, Data Scientists, etc.) and other internal partners to ensure deliverable are aligned with expectations.

		

		

		

		



		6.

		Invent, refine and develop BI solutions to ensure they are meeting the needs of the business and team goals.

		

		

		

		











		

		Place a check mark or date in each box when complete



		D. Understanding of BIE Role

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		1.

		Assume responsibility for inherited or produced code, queries, reports and analyses

		

		

		

		



		2.

		Request reviews of analyses and code

		

		

		

		



		3.

		Test code by validating outputs against source data, business logic and related metrics.

		

		

		

		



		4.

		Classify, store, and handle data in accordance with Amazon policies

		

		

		

		



		5.

		Document solutions to ensure ease of use and interpretation, as well as maintainability by others.

		

		

		

		



		6.

		Partner effectively with peer BIEs and others within team.

		

		

		

		



		7.

		Demonstrate ability to troubleshoot, research root causes, propose solutions, and either take ownership for their resolution or ensure a clear hand-off to the right owner.

		

		

		

		



		8

		Participate in team design, scoping, and prioritization discussions.

		

		

		

		







		



		

		





RELATED INSTRUCTION OUTLINE

BUSINESS INTELLIGENCE ENGINEER

O*NET-SOC CODE:  15-2051.01	RAPIDS CODE:  3039CB

Please provide the Related Instruction Outline to include a list of the anticipated courses, the learning objectives, and the estimated number of hours that each course will last.



Related Instruction Descriptions:                                                                                                   Approximate Hours: 220





		Focus

		Hours

		Content/Description



		Intro to Data and Excel

		20

		· Discuss how to import and format data

· Create Pivot tables of the data to show different view points

· Create visualization models of the data



		Simple SQL

		30

		· Show to import data into MySQL first using staging table

· Design new schema, call it GenCase, to support a relational model of the data

· Create new tables and load data from staging table

· Query the data using simple selects



		Advanced SQL

		40

		· Create Views, Stored Procedures, Functions, and Triggers on the GenCase Schema

· Show to import data using ETL/Data Pipeline into a small data lake

· Load additional data into the schema and exercise system dynamics to simulate a real business case

· Connect the schema to Excel and show visualization of the data changes 



		Python

		10

		· Show how to extract, transform, and load (ETL) using Python and use it to manipulate data as well

· Show how to load, extract, transform and manipulate data from the MySQL GenCase schema.

· Create simple graphics / web page (html) of the data

· Use Python to create few simple Data Analytics models (Train a model for machine learning and use the model to make predictions)



		Data Visualization

		40

		· Use visualization techniques for Numeric and non-Numeric data stored in Data lake/Schema (GenCase)

· Introduction to Quicksight and Tableau

· Building a story and Treemap using KPIs and Head maps

· Building Dashboards



		Data Engineering

		40

		· Introduction to Data and importance of data preparation

· Prepare data in a way that avoids data leakage

· Identify messy data issues and remove irrelevant /redundance input variables

· Develop Data Pipeline to load the data to data lake created in MySQL



		Communication and Public Speaking

		40

		· Effective communications cycle

· Listening for understanding

· DiSC model for communication styles

· Creating clear message written and spoken, email strategies and etiquette

· Effective presentations skills, public speaking in large and small venues

· Effectively articulation business goals and objectives to team









								TOTAL MINIMUM HOURS   220
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ON-THE-JOB LEARNING OUTLINE

SOURCING RECRUITER

O*NET-SOC CODE:  13-1071.00	  RAPIDS CODE:  3040CB

							

Work Process Schedule:



The Sourcing Recruiter’s role is to identify and secure job opportunities within the organization. They attract candidates and successfully place them in those jobs. Typical responsibilities for a recruitment consultant are:

· Identifying, qualifying, and securing recruitment opportunities in line with company goals

· Identifying, assessing, and placing suitable candidates to meet company requirements

· Developing and managing company / candidate relationships to ensure high levels of company satisfaction and quality standards

· Meeting all procedures and carrying out relevant processes to ensure federal, state, and local hiring practices are adhered to

SOURCING RECRUITER – Competency Checklist



Legend:

Training – Mentor/Journeyworker has provided training and demonstration of task to the apprentice.

Demonstrates Fundamentals – Apprentice can perform the task with some coaching.

Proficient in Task – Apprentice performs task properly and consistently.

Completion Date – Date apprentice completes final demonstration of competency.



		

		

		Place a check mark or date in each box when complete.

		



		1. Business Acumen: Core Knowledge & Understanding

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date/ Initials



		1.

		Meet job-related Key Performance Indicators including, but not limited to, vacancies taken, calls made, interviews, etc.).

		

		

		

		



		2.

		Provide professional and comprehensive recruitment service KPIs to candidates and company.

		

		

		

		



		3.

		Consult and advise candidates and clients on candidate pay, company charge rates and contractual conditions. 

		

		

		

		



		4.

		Apply legal, regulatory and ethical requirements and appropriate codes of practice when recruiting. 

		

		

		

		



		5.

		Understanding and knowledge of state regulations, standards and laws.

		

		

		

		



		6.

		Maintain current knowledge of Equal Employment Opportunity (EEO) and affirmative action guidelines and laws, such as the Americans with Disabilities Act (ADA).

		

		

		

		



		7.

		Timely delivery of qualified candidates, for straightforward sourcing campaigns, based on client-team hiring criteria and goals. 

		

		

		

		



		8.

		Source candidates in alignment with team goals (e.g. Diversity, 2&5, 5 day ER, partner-team SLAs, RHMD, data integrity, rules of engagement, etc.). 

		

		

		

		



		9.

		Explain hiring-team and Amazon value propositions to applicants and candidates.

		

		

		

		



		10.

		Complete candidate hand-off in accordance with the sourcing lifecycle and candidate engagement guidelines.

		

		

		

		



		11.

		Use internal reporting mechanisms to review and analyze candidate funnel quality.

		

		

		

		



		12.

		Transform raw thoughts into clear documentation (e.g., candidate engagement, intake, interview, debrief notes, etc.).

		

		

		

		



		2. Core Technical Skills

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		1.

		Review employment applications and open requisitions to match applicants with job requirements.

		

		

		

		



		2.

		Select qualified job applicants or refer them to managers, making hiring recommendations when appropriate.

		

		

		

		



		3.

		Source and place candidates in line with business goals and requirements.

		

		

		

		



		4.

		Advise clients and candidates on the legal, regulatory, and ethical requirements and appropriate codes of practice when recruiting.

		

		

		

		



		5.

		Advise candidates and clients on employee rights and responsibilities including equality, diversity, and inclusion.

		

		

		

		



		6.

		Identify and attract candidates using all appropriate methods to fill jobs.

		

		

		

		



		7.

		Monitor responses/applications received and make sure that candidate applications are processed efficiently.

		

		

		

		



		8.

		Shortlist and present suitably qualified applicants against defined job vacancies.

		

		

		

		



		9.

		Manage the recruitment and selection processes by effectively liaising with the client, candidate, and internal teams.

		

		

		

		



		10.

		Conduct professional discussions with clients and candidates using all mediums as appropriate.

		

		

		

		



		11.

		Complete all required training in compliance with Amazon policies and procedures.

		

		

		

		



		12.

		Perform searches for qualified job candidates, using sources such as computer databases, search logic (Boolean), networking, Internet recruiting resources, media advertisements, job fairs, recruiting firms, or employee referrals.

		

		

		

		



		13.

		Accurately record candidate and client information on the recruitment database.

		

		

		

		



		14.

		Use your knowledge to execute pre-screens that confirm candidate motivation, compensation expectations, skill level, availability, and are able to explain the interview process while adhering to pre-closing and pipeline requirements. 

		

		

		

		



		3. Perform other duties as assigned

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		

		

		

		

		

		




























RELATED INSTRUCTION OUTLINE

SOURCING RECRUITER

O*NET-SOC CODE:  13-1071.00	RAPIDS CODE:  3040CB



Related Instruction Descriptions: 					Approximate Hours: 198

		Focus

		Modality

		Content



		Recruiter 101, Recruiting Foundations (20 hours)

		ILT/e-Learning

		Business acumen/Amazon understanding, Candidate Engagement, Candidate Generation, Candidate Assessment, Candidate Lifecycle



		Recruiter 101/Hands-on exercises (20 hours)

		ILT

		Classroom training facilitated by recruiters/RMs, Boolean 101, resume review exercises, etc.



		Amazon Systems/Processes and Job Boards (30 hours)

		e-Learning

		Hire, Beamery, iCIMs, PACE guidelines, LinkedIn, Hiretual



		Hands-on exercises (10 hours)

		ILT

		Practice in Hire Beta environment, sourcing in internal tools, sourcing in external job boards



		Technical Recruiter Essential Knowledge (TREK) (15 hours)

		e-Learning

		Intro to Amazon Tech stack, tech roles (SDE, SDET, QAE, SDM, TPM), Tech Boolean and sourcing hacks



		Non-Tech Sourcer (alternative) (10 hours)

		e-Learning

		OPS L&D Non-Tech Sourcer Training (Appendix 4)



		Making Great Hiring Decisions (13 hours)

		e-Learning

		Overview of how Amazon assesses and interviews candidates



		Practical applications/Hands-on exercises (20 hours)

		ILT

		Candidate messaging and engagement, dupe checking, RPS, intake meetings



		Practical applications: Shadowing (20 hours)

		Video Confer

		Apprentice is added to pre-briefs, debriefs, intakes, RPS



		OJT training: Sourcing calibration (40 hours)

		Video Confer

		Apprentice partners with onboarding buddy to begin sourcing for assigned profile/calibrating











TOTAL MINIMUM HOURS:   198
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